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ATTENDANCE PROCEDURES: UPDATE

In the last week’s issue of Fastfact (Edition 56), we provided information on new attendance procedures. This
information included:
• The new HR Team members now responsible for each Team’s time cards/sheets.
• A request to provide time cards/sheets to HR on a timely basis so records can be updated and accurate
quarterly reports can be sent to Team leaders by April 30, 1998.
• An announcement that by April 30, 1998 HR will provide Team Leaders with their Team Members’ most
recent Flexible Work Arrangements schedules (with a request to provide updated schedules, if necessary).
• Information for those on FWA on how to fill out time cards/sheets.
If you have not had the opportunity to read this information, please do so, as the information in it affects all Team
AICPA members. If you do not have a copy, you can click on VIC for an electronic copy (look under Fastfact, March
25, 1998), or call Lisa Hudson at x3 830 to receive a hardcopy.

Point of clarification: Vacation time is tracked in hours, not days. The decision to move to hours was made to help
streamline the attendance record keeping procedure as keeping track of FWA and other special circumstances are
more easily done in hours than days.

Keep in mind that tracking vacation time in hours will not change your accrual. This is demonstrated in the chart
below, which shows equivalent vacation time tracked in hours and in days:

Vacation Weeks Per Year

Vacation Days Accrued
Per Month

Is also
equal to

Vacation Hours Accrued
Per Month

=
5.88
.84
2 weeks
=
8.75
1.25
3 weeks
=
11.69
1.67
4 weeks
Note: to convert vacation days into equivalent hours, multiply by 7. To convert vacation hours into equivalent days, divide by 7.

For example, if you are working a normal 9am -5pm, M-F schedule, and you took one full vacation day, 7 hours of
vacation time will be subtracted from your accrual; if you took half of a vacation day, 3.5 hours of vacation time will be
subtracted from your accrual. If you have any questions about vacation time accrual, please contact your Team’s HR
attendance keeper:

Team #'s
#335 - #420
#421 - #438
#439 - #452
#453 - #468
#470 - #497

HR Team member
Kim Hines
Laurie Diemer
Lisa Hudson
Gaby Ulloa
Shiane Bellamy

SPECIAL ANNOUNCEMENT

The AICPA offices will be closing at 3pm on Friday, April 10, 1998.

OUR QUALITY POLICY STATEMENT IS:
“AICPA: MEETING TODAY’S CHALLENGES, EXCEEDING TOMORROW’S EXPECTATIONS”

BROWN BAG LUNCHES CONTINUE

The second Brown Bag Lunch of 1998 will be held on April 8 in the New Jersey office, starting at 11:45am
in Conference Room 1. This is part of our continuing effort to provide Team Members with an opportunity
to bring their questions and concerns directly to Barry. Following is the list of invited staff to this session
that has been randomly selected among the Team Members in the NJ office. We encourage anyone with
questions and concerns to seek out these Team Members so your issues can be brought to Barry’s attention:
Bill Borgeson
Cheryl Bradford
Catherine Brosnan
Michelle Carroll
Kim Citro
Frank DeRosa
Theresa Dillon
Israel Herskowitz
Kim Hines
Marianne Josika
Richard Koreto

Microcomputer/LAN Support
Graphic Design Services
Conferences
Practice Monitoring
Operations & Info. Tech.
Member Satisfaction
Meetings & Travel
Professional Ethics
Human Resources
Facilities Management
Journal ofAccountancy

Jennifer Kurylka
Holy LoCascio
Pat Meyer
Mike Montez
Bill Moran
Josephine Moscato
Guy Provenzano
Vincent Sarno
Ina Walker
Lance Waterman

Operations & Info. Tech.
General Accounting
Library Services
Printing Services
Magazines & Newsletters
General Accounting
Prof. Development/Edu. Support
Prof. Development/Qty. Assurance
Examinations
Accounts Receivable

PLEASE HELP WOMEN IN NEED “DRESS FOR SUCCESS”

From March 31 - April 17, the AICPA will sponsor a Dress for Success women’s clothing drive. Dress For
Success is a Manhattan-based non-profit organization that distributes interview-appropriate clothing to
women in need. If an interview leads to a job, Dress for Success also will provide a few extra “get started”
outfits. Please bring any clean, interview-appropriate women’s clothing to the Dress For Success collection
bins located at the second-floor reception area in New Jersey and in the employee lounge in New York.
Appropriate clothing includes dresses, suits, skirts, jackets/blazers, sweaters, shoes and accessories. For
more information on the Dress For Success program, contact Josephine Baker at x6154 or Melanie Heim at
x3509.
WE’RE (STILL) LOOKING FOR A FEW GOOD GRADERS AND CLERICALS!

The Institute needs your help in recruiting temporary graders and clerical staff to assist with the grading of the
Uniform CPA Examination. All work is done from our Harborside offices, and these temporary assignments last
approximately 3-6 weeks.

Grader assignments begin May 21, 1998. Grader candidates need to be either licensed CPAs or licensed attorneys.
Qualified candidates must work a minimum of 3 seven-hour days per week; the grading hours of operation are 6am to
8pm, Monday through Friday, and 6am to 6pm Saturday and Sunday.

Clerical staff assignments begin May 6, 1998. Clerical staff positions include Data Entry Operators and Clerical
Assistants. Data Entry candidates need accurate 8,000 keystrokes per hour. Clerical assistant candidates need
accurate filing and numeric skills. Qualified clerical staff will be required to commit to a minimum of 3 weeks,
working the following hours: 8am to 3:45pm, Monday to Friday (Shift 1), or 4pm to 7:45pm Monday to Friday
plus 8am to 3:45pm on Saturday (Shift 2). We also require accuracy, attention to detail, pride in work, and a
verifiable work history.

For more information on these positions, contact Enda Brogan at x3012. If you have a friend or colleague who
thinks they may be interested in any of these opportunities (sorry, these positions are not open to AICPA
employees or their relatives) please have that person(s) send their resume to the attention of Enda Brogan in the
Harborside office—fax: 201-938-3783 or e-mail: Ebrogan@aicpa.org. Please include one of the following codes
on the resume: For Graders: EXGR; for Clericals: DET.

OUR QUALITY
AICPA: MEETING TODAY’S CHALLENGES, EXCEEDING TOMORROW’S EXPECTATIONS”

